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1. Requesting Agency o 2. Division or Bureau of Requesting Agency
QUEEN ANKE'S COUNTY CLERK QF CIRGUIT COURT
3. Authorization Requested (Check only one of the squares below). .
4
A-;. . ’ . . " . "
Dispose of present accumulation. No Establish retention schedule for re- Microfilm ond  destroy originals.
) additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
poted. Records have ceased to-have value . accumulotion, The records will ceose to retained for the period of time indicated.
to warrant retention. .. have value to warrant their retention after :
: the period of time indicoted: )
4 . : 5. Description of Records - 6. Recommendation .
It ' Describe records accurately. Include title, form number, size of documents, of Hall of Records
htlem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o . (cubic or linear feet). ' Show recommended retention period. .| Works.
R *
/ "
1. |CORRESPONDENCE -~ . ' ’ .

Quantity: % cublc foot

Dates: 1949 - - :

File Arrangements Alphabetical '

Annual Accumlations Less than § cubic foot
Disposable Amownt: Less than % cubie foot

Correspondance with individuals, private firms, various State and
8, ete., concarned with the functions of the Clerk's _

. county agencie
office, . ’ .

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
2. |LICERSES - |

/ . Quantity: 21 cubic feet
" Datess 1939 - - :
File Arrangements Chronological
. Anmual Accumulation: 13 cubic feet
Disposable Amoumt: 316 cubic feet
Audit: Btate

Applications for; and stub records and carbon coplez of the follow-
ing annual licenses issued by ths Clerk of Cowrt:

APPROVED
HALL OF RECORDS CoMMIsSIoN

\

7. Agency, Division or Bureau Representative
: WL/

Title Dote

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

e —

hedule Authorized as Indicated in Col. 6 by Hall of

ecords Commission.
W g&ﬁy&/ __JAR__ 9 1aes J/WM"‘/\

Ly,
%74 I Date Archivist Date—" 7\, Secretary
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.| RECOXMSRDATIONs RETAIN FOR THREE YEARS CR UNTIL AUDITED, WHICHEVER

Construction Firfm ar Company Show

Crabber . Soda Water Fountain

Cradb Dealer . -+ S0l44d Fuel

Distributors . Storage Warehouse

Duck Blind | Tonger

Barage , Tradsyr .

Qypsies . Trading Stamp Company

Hawker & Peddler : Vending Machine

Horse & Jack ' ¥holesale Dealers in Farm
: Hachinery

A1l licenses are prepared in three copies, and in all casss the
first copy goes to the licansee and the third copy is retained by
the Clerk. Second copies of Duck Blind, Fighing and Hunting

licenses are gent to. the Departnent of Game and Inland Fish, w
copios of all other licenses go to the Comptroller, the County Com-
migsioners, or town depending uwpon which derives revenuss from the
liconse. All 1licenses except Duck Elind, Fishing, and Hunting

licenses are recorded in the permznent ®liconss Books.® The indi.
vidual amounts received for all licenses are recorded in the Cagh

Book, which is the permanent financial record of the office.

I3 LATER, AND THEYH DESTROY.

RECRIPTS
quintitys 8 cue foot A PDRG
: BOar 1F vy

Datess 19L2 - -
File Arrangements Chronologieal Dote ... JAN D oiax

Annual Acoumulations 1 cubic foot .
Disposable Amount: 5 ecublc feet
Awitt State . d “8e® sensed:

Two types of printed receipt forms are used in the Clark's offices
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T REY @ REQUEST FOR RECORDS RETENTI@“SCHEDULE S Ne-kr - 44
Holl of Records ‘ (Conﬁnuoﬁon Sheet) PAGE
Commission NO. 2,
5. Description of Records ' 6. Recommendation
Describe records accurately. Include title, form number, size of documents, of Hall of Records
Qm work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
. o . . i =
Anglers Hunting %]
Auctioneers - - Junk Dealer o =
Beer and Wino - Laundry =
Billiard Table . Liquor | - 3
Bowling Alley . . . Fotion Picture Show o O
Carnival . Hotion Picture Machine o= &
Chain Store Music Box a S
Cigarette - .. - Packers and Shippers a o
Circus : - Pinball and Console < ¥
Clammers - . Plumders and Casfitters S
Clam Dealers Pushers ' —
Cleaning, Dyeing & Pressing ' Rastaurant or Bating Place =
' x
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o Tota A o ) : SCHEDYLE—— .
Lot () REQUEST FOR RECORDS RETENTIC ISCHEGULE V. L2 44
Holl of Records (Continuation Sheet) PAGE
Commission NO. 3'_
S. Description of Records 6. Recommendation
‘ Describe records accurately. Include title, form number; size of documents, of Hall of Records
Nem work or activity to which the records relote inclusive dates, and quantity and Board of Public
0. _ (cubic or linear feet). Show recommended retentlon period. oL 1 Works.
Han'hge ucenae Receiptss: Usaa to receipt for mrri.nge
; :+14cense fees. ‘ =
2 Ganeral Recoiptss Used to receipt for argy monay received 0:7)) »
othar than marr:l.ago licanse fees. o =
=
Tboﬂmmlheceiptumpamdlndupncate, the first copy goim ;"8
to tho payor and ths second remaining in the Clerk's office. The .
Marriage Licenss Receipt is prepared in a single copy, which is = 2
returned to the office by the payoer when he receives his marriage a S
licenss. mmelptedamuntamreoordedinthecmmok,u a O
smichisthepemanentﬂmncinrocordofmeofﬂcs < &F
gre
RECOEHWIORO mmmmmasmmnaunxm, WHICHEVER 3 .
. - .18 LATER, m THER DESTR(I!. = '
}ly HIIIISTRATIVE AGCOUBTIHG ammns
, Quantity: 7 cubde feet
Datest 1911 - =
o File Arrangements
. Annual Accumilations £ cuble foot
Disposable Amounts 5 ocuble feot
Audite Stato .
m; item inclndes the tollmd.ng accomting reccmds, used as suppm-
_____ ing data to_the final book of entry. . Ihetrmaactimsvhicbthey
wmwmmmm,wmummtmm
oial mord of the office. .
Paid invodces and bills, and recelpts for office supplies and .
m emcbdvﬂhtho operation ot tho Clsrk's office
B_ankxng morda, lnclvding check stuhs, eamaled .checks, bank
statements, deposit slips, and bank books of the(:lerkof
: Cowrt.
Omamthhmdamlmmuthastate camtroner,
and work sheets ussd in compiling thess reporta.
Coples ef payrolls and supporting documsnts gent to the
mplmea' Reti.mant Systenm,
cmcm \d.t.h the stat.e Comptroller and other State
officials nga:nnng fiscal matters,
‘ : suu Wa Marrants.
mmmmws RETAIN FOR THREE YEARS (R UNTIL wmm,%nﬁxé@m) TED BY
IS LATER, mm,bssmox BOaRD v ™ ORKS
). Dhte ...0°Y 0 E
. 1 A, -~
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Commission : NO. ho
5. Description of Records 6. Recommendation
" Describe records accurately. Include title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
° . (cubic or linear feet). Show recommended retention period. Works.
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/ S, | TEMPORARY DOCKEES -

Quantitys 11 cubic feet

Dates: 1900

File Arrangement: Chronological

Amnual Accumulations % cubie foot
Disposable Amountas 10 cubiec feet

Clerk's Civil Dockets, Court's Dockets, State's Attorney's Dockets
are made by ths Clerk for his oun use, the uss of the bench, and
the State's Attorney while court is in session. These dockets are
prepared for ths convenience of officials and are not the formal
records of court proceedings. All cowrt proceedings required by
law to be recorded are recorded in ths permanent Civil and Criminal
Docksts of Queen Anne's County. This material is considered non-
record within the meaning of the statute governing non-record
material (Art. L1, Sec. 155, Annotated Code of Maryland, 1951

Edition)s . )

. Wm,mswm@mmmgmu
PROPERTY - - -

Quantitys 38 cubic feaet

Datess 1789 - -

File Arrangement: Chronological
Amual Accumulation: 1% cubde. feet
Disposable Amounts 17 cubie feet

Mortgages, Deeds of Trust, and Mortgages of Personal are
oariginally recorded by ths Clerk among his Land Records and Chattel
Records. Later if they are to be released pursuant to Seotioms Ll -
and }i5, Articls 21, Anmotated Code of Maryland, 1955 Cumulative

Supplement, they are sent to ths Clerk with a release form endorsed
thereon, and ths Clerk records the relesse form in the same book in
wvhich the original instrumsnt is recordsd. The sections of ths Code
cited above authorize the Clerk to destroy these instruments twenty-
five years after they have been released. The recommendations below
apply only to Mortgages, Deeds of Trust, and Mortgages of Personal
Property which have been fully released pursuant to the sections of
the code listed above.

RECCMMENDATIONs INSTRUMEXTS RELRASED IN 1875 OR LATER: RETAIN FOR

APPROVED
HALL OF REGORDS COMMISSION

A.
TWENTY-FIVE YEARS AFTER THE DATE OF RELEASE AND
THEN DESTROY.
B. | RECOMMENDATIONs INSTRUMENTS RELEASED BEFORE 1875: DESTROY ONLY
o ; AFTER CONSULTATION WITH THE HALL OF RECCEDS REGARD-| -
ING POSSIBIE HISTORICAL VALUE. &SP ROTED B
: SRES
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RECOADS RETENTION AND DISPOSAL SCHEDULE

SCHEDUL
‘E;:‘;"R;; * (CONTINUATION SHEET) No. @4 4:
’ PAGE
No. 2 of 2
Item
No. Description Retention
5 ! SPECTAL FIIES (Continued) for three years (3) or until

g)

Information files
Consultant files

Su'bdivision files

‘ Case files on subdivisions applications containing

Deed File

preliminary plans, correspondence, bonding and
acceptance of roads, issuance of building peéermits,
ete, ' :

Plat and Map : Files

Copies of plats filed since 1972 and older plats as
when obtainable, 5-lot subdivisions are included. .
Some maps are available for sale.

Contains copies of all original deeds to county roads.

Road and Subdivision Files

Slide File .

Card index file to all roads and subdivisions, contain
ing all references to record copies, updated per-
iodically. '

Slides and presentations for publi.c display and
seminars.

updated, whichever is later,
then destroy if no longer of
value to the office.

same as above
same as above

same as above :

Retain plats and maps perman-
ently which are not duplicate
in other permanent files in
the Court House. Plats and
maps which are duplicated mayj
be destroyed when no longer
of value to the office.

Retain permanently. °-

Retain permanently.

Non-record, retain as long
of value to office, then .
destroy. )




